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REV. 7/ss¢ Records Management Division
This Schedule Supersedes Schedule 612-77 £12=-123 -~
. N PACE ) of 1
RECORDS RETENTION AND DiISPOSAL SCHEDULE )

Division of Occupational and Professional Licensing
Board of Pilots

AGENCY O1 VI SION

ltem
No. Description Retention

1. ALPHA MASTER FILE - This record contains Retain permanently.
some or all of the following: name, Transfer periodi-
address, certificate number with date |cally to State
issued or registration number, change of |Archives.

name, date of examination, renewals if
applicable, results of examination, date
of death.

2. COMPLAINT FILE -~ This file contains the |Retain records for
original complaint form, investigative five years after the
report, correspondence, charge 1letters, |[closing date, then
summonses, findings of fact, order of the destroy.

Board and other pertinent information of
a closed case.

3. MINUTES - This file contains the final |Retain records per-
version of the minutes of the meetings of |manently until trans

the Board. ferred to State
Archives.
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INSTRUCTIGNS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORYARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTC

WITH RECORDS RETENTION SCHEDULE P.O. BaX 273 pace 1 oF 2
(DGS 550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. wIT
lensing and Regulation Occupational & Prfoessional Board of Pilots
A GROUPF OF RELATED RECORDS NORMALLY FILED AND USED AS A UNI!T FOR

DEFINITION -RECORD SERIES-

REFERENCE AS WELL AS RETENTION AND DISProOS

4. RECORD SERIES TITLE
Alpha Master File

ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
.TO

1IN TFHE SERIES.

BRIKFLY DESCRIBE THE TYPES O RMA DOCUNEN ORM FOUN
6. RECORD SERIES DESCRIPTION |( F INFORMATION/ TS/ FORNS o
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFll

7. RECORD SERIES FORMAT(S)

O LETTER S1zE O Mlcn:or-'n.u
N/LEGAL S1ZE 0O COMFUTER TAPE
a BOOK 0O FLOPFY DISK
D AUDI1O TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
PHAEETICAL
NUMERICAL
O cHRONOLOGICAL,
0 GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME
W/Fl

LE DRAVWER(S]

O MICROFILM REEL(S)

<

NUMBER

O coMPUTER TAPE(S)
0 OTHER(SPECIFY)

10. Amwu.u?ccwuuﬂou
FILE DRAWER(S)
£ 0 MICROFILM REEL(S)

UMBE

0 COMPUTER TAPE(S)

0 oTHER(SPECIFY)

Y+ FILE 1S useD 12. FiLE BECOMES INACTIVE AFTER
o o & . O MONTH(S O YEAR(S
DAILY WEEKLY MONTHLY T (s) (s)
3. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
501 St. Paul Place, Baltimore, MD 21202 ti1r yeEs, sPECIFY sqENCY OR OFrFiceE)
9th Floor 0 yes #\nNo
5. ACCESS RESTRICTIONS K yes O no 16. AUDIT REGUIREMENTS

KYES D No

BRIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARE)

Permanent,

TR

1
Transfer periodically Eto

{1 vye5, ciTe LAwR(S8) & REGULATION(S) I
MPIA O NonE A STATE E-..0. FEDERAL B INBEFENDENT
wrm“ }i"“!?“'*“" &
AN AR
. IS AN INDEX SYSTEM USED7 {1 . ED: .
(1r vEs.zxprasn 18. RECOMMENDED RETENTION

Yy

ot

Asst. Exec.

State Archi\{es.
Licensing history is computerized. ; o !.‘mhg:ﬁi’ gl e Sy ;
| NAME AND TiTie gF PREPARER | 20. TELEPHONE NUMEER 21. DATE
Pamela J. Edwards
Dir. 333~6322 October 11, 1991

- ———————— e




INSTRUCTIGNS --TYPE OR PRINT A
SEFARATE~ FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENMERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTC

7275 WATERLOO ROAD

3r—1$ing and Regulation

Occupational and Professional

WITH RECORDS RETENTION SCHEDULE P.O. BQX 273 2 2
(DGS 550-1) JESSUP, MARYLAND 20794 PAGE oF
1. DEFARTMENT/AGENCY 2. pIvision s. UNIT

Board of Pilots

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND D1SPOS

H

AND USED AS A UNIT FOR
JION PURPFPOSES

4. RECORD SERIES TITLE
Minutes

5. EARLIEST YEAR/LATEST YEAR
1980 oo 1991

‘IN THE SERIJES. INCLUDE THE PUR

6. RECORD SERIES DESCRIPTION (BR!FTLY DESCRIBE THE TYPES OF INFORMATION/DOCUNENTS/FORMS FOUND

POSE OR FUNCTION OF THE SEFIL!

Final version of the minutes of the meetings of the Board which contain all action taken on
applications, complaitns, legislation, regulations and all other Board matters.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
D MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 1 O COMPUTER TAPE(S)
NUMBER
o Book O . OTHER(SPECIFY)
K O FLOPPY DISK X cHronoLoGIcAL X Kbmcﬁer
0 AUDIO TAPE O VIDEO TAFE O GEOGRAPHICAL
, 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
3 ring binders {1 O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)
B(OTHEHISPECIF{}4
: 12 Pinder
* FILE IS USED * FILE BECOMES INACTIVE AFTER
a) o . o a
DAILY WEEKLY K MonTHLY NUEEE MONTH( S YEAR(S)
3. CURRENT LOCATION( sﬁ S . ,FLOOR , ROOM 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
501 St. Paul Place, Baltimore, MD 2120 ¢ : ,
gth Floor IF YES, SPECIFY /J.GENCY OR OFF(CE)
O yes - JANo
ACCESS RESTRICTIONS YES O No 16. AUDIT REQUIREMENTS

F (17 ves,
MPIA

cI1TE LA¥{s) & rEcuLaTiON(S)

O NoNE A\STATE O FEDERAL 0O INDEPENDENT

Y -
BRIEFLY AND DESCRIBE ANY

0 YEs 'yk\no

1S AN INDEX SYSTEM USED? (IF YES.E>:PLAIN

18. RECOMMENDED

HARDBARE/ SOFTWARE )

Permanent ,

RETENT !ON

e e -

Trasnfer periodically to

State Archives.;

NAME AND TITLE OF PREPARER
Pamela J. Edwards’

Asst. Exec. Dir.

20. TELEPHONE NUMBER

333-6322

21.

DATE
October 11, 1991

e ——— ——— e




